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FOREWORD 

This module was developed for Florida Follow Through by . 
Janet Roehn, Hillsborough County Follow Through, for use by 
parents who make up the Policy Advisory Conwittee (PAC). Its 
purpose^is to build parents' skills in areas which contribute 
to effective leadership— how to conduct business meetings, elect ' 
officers, plan agendas, and write minutes of PAC meetings. 

. The materials were field-tested in Tampa's Parent Leader- 
ship Program over a two-year period, using three monthly sessions 
of approximately three hours each. An additional tryout was 
carried out in Gainesville, Florida, in June, 1977, using a one- 
day workshop as a time frame. Participants in this latter session 
were parents and staff members from eleven geographically separate 
Follow Through sites which follow Ira J, Gordon's Florida Parent 
Education Follow Through ModeJ . 

When using this module, plan two to three hours to carry out 
.Part I. Parts 11 and III can be completed in approximately two 

hours each. ' / 

Appreciation is extended to the Hillsborough County Follow 
Through staff for their generosity in sharing this document with 
other Florida educators. For further information, contact Clara 
Nuccio, Director, Follow Thro^'ugh, 8412 13th Street. Tampa, Florida 
33609. 



The activity which is the subject of this report was supportedin whole 
or in part by the U.S. Office of Education, Department of Health^; Educa- 
tion, and Welfare, However, the opinions expressed herein do not 
" necessarily reflect the position or policy of the U.S. Office of Educa- 
tion, and no official endorsement by tTie U.S. Office of 'Education should 
be inferred. • - ' / ■ . 
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Instructions for Administering the Module 



2. 

4. 
5. 



6. 
7. 



Prepare the physical arrangements of the room for activities 
which are primarily Small group oriented. 

Read the module through especially noting the flow-chart, 
(p. 3-6) 

Secure materials and equipment listed. (p. 7) 
Preview the record and film designated. 

Make copies of the following sheets for each participant: 
Preassessment ^ (p. 9) 
Conducting a , meeting (p. 11) 
Quiz #1 Order of Business (p. 18) 



Motions & Amendments (p. ^0) 
Quiz. #2 Motions & i^endments (p. 25) Quiz #2 



Enabling Act. 1 
Quiz #1 

Enabling Act. 5 



Quiz #3 Officers' Role ' (p. 32) 
'Rules for minutes* (p. 34) 
Sample minutes (p. 36-41) 
Quiz #4 Minutes (p. 44) 
Sample Agendas (p. 48-52) 
Conducting Elections (p. 56) 

By-l,£iW3 

Qu i z n 5 Agend as ( p . 5 3) 
Final Exam (p. 63'.64) ^ ' 



Quiz S3 

Enabl ing Act . 12 
Enabling Act. 13 
Quiz S4 ^ 

Enabling Act, 18 



Appendix ^ 
Enabling Aci 
Qui z #5 

Fma 1 Exam 
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Make Up cards as called for in Enabling Activity 6 {p. 22) 
Make transparencies for inaaters - . ■ ' 

Conducting, a' Meeting \ . " ' Enabling ' Act . 1 . 

^•Motions and Ajnendments ■ ' Enabi ina Act. 5 

. Conducting Elections Enabling .Act . 18. 
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Read introduction script or play tape. 

Administer the preassessment (p. 9.) If participants answer 
"yes" to any question, they should continue in the module. 



FLOW CHART PART I 




Exit 

Module) No 4 



Pre-Assessment 










Are any questions 


answered 


"Yes"? 



Enabling Activity 
, fl 

■ Transparency 
"Conductinq Meetings' 




Enabling Act. 12 , 
■h Primer of 
Parliamentary 
Procedures 

Read, pp. 4-9' 

Use 'guide questions 



Enabling Act, 13 
Record - "Say It 
Right" - Side, 1- 
Part 2 . 

Discuss , . 



\ 



Enabling Act. f4. 
Film - "Parliamen- 
tary Procedures" 



Part I (con't.) 



Enabling Act. tf5 




Enabling Act. 16 


Transparency 




Role Playing 


"Motions & 






Aniendments" 







■fiotians & 
.Amendments^ 




Enabling 
Act. 17 
Record 
Side 2 Part 
2 



Enabling. Act. 1.9 
Discussion of 
Primer p. 28:30 





Flow Chart Part 11 



Enabling Activity 
110 

Record Side 1, 
Part 1 



Quiz 13 

Officers' 

Roles 



I 



Enabling Act. 
il5 

Read Primer 
P. 5-6 ■ 



No 





15 or 

more 

correct? 


Yes 


Enabling Act, 
112 

Rules for 

•Kinates 

Discussion 








Mo 




i 


1 




' \ 








Enabling Act. 
•fll- 






Read Primer 
p. 3, 37 







Enabling Act. 

113 • 
Sample of 
Hinutes 

ZTT 



Enabling Aot. 

M ■ 

Write Minutes 
of Session 



Quiz H 
Minutes 



9 of a 

correct? 



Yes 



Enabling Act. 

m 

Agendas 
Tapes 



i 



Enabling Act. 
II] 

Study Agendas 



Quiz #5 
■Agendas 



Exit - Part II 



•HI 



Enabling M. 
Election Tape 



Flow C^art "Part III 



Know 
enough about 
elections? 



Enabling Act;- 
120 

Study By-laws . 
•answer questions 




Exit 
Part III 



No. - 


Enabling Act. 




fl9. 




Read Primer 




p. 31-33 ' 






Enabling Act.,t21 
Leader's Notebook 



Item 



Materials & Equipment List 
Use 



Source 



A Primer of Parlia- 


Act . 


2, 


8, 9, 11, 


Bureau of Connnunications 


mentary Procedures 




15 


r 19 


National Board of YWCA 








600 Lexington Ave. 










New York, N.Y. 10022 










30<: each 50 for $12.50 


: d 

16 mm. film projector 


Act . 


4 






record plaiyer 


Act . 


3, 


7, 10 " 




overhead projector 


Act . 




5, 18 




.cassette tape player 


Intro 




Act. #16, 18 




Film-328-8 Parlia- 


Act. 


4 




Order from Media Center 



mentary Procedures- 
B/W 16 min. 



Transparency of 

"Conducting a Meeting" Act. 1 

"Motions & Amendments" Act. 5 

"Conducting Elections" Act. 18 



See enclosed masters 



Record - "Say It 
Right,, With Parlia- 
mentary Procedure" 
by Bernard F. Phelps, 
Ph.D. 



Act, 



3,7,10 



Scott Publishing Co. 
1719 Ravenwood Ave. 
Dayton, OH 45406 

Pripe: $6.25 



Copy of Club 
Laws and/or 
cons ti tution 



s By- 



Act, 
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Cassette Tape of 
Narrative 



Act. 16, .18 
Introduction 



Included in module 



EKLC 
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Introduction 

Instructions to Resource Person - Read the following script or play 
tape^ ^ 

When people take an office in an organization or become involved 
in the business of the organization, they want the meetings to go ' , 
smoothly. Most clubs and groups adopt specific procedures to keep 
the business meetings flowing smoothly* Robert' s Rules of Orde r ar^ 
usually used as a basis for the procr 'ires but most gro 
informal enough to use a modified set of rules. 

The first part of this mfkule will cover the order of business' 
and how to make motions since these two aspects of group leadership 
are the most urgently needed by a new participant. 

Part-l! covers the duties of the officers, writing minutes and 

■ • • ■ 1 

writing agendas. . , ^' 

Part III covers election of officers and using by-laws. 

Ins truct ions to Participants - 

This Leadership Training Module has been designed to be acfcom- ^ 
plisheci as a grOup program to be done in three sessions of from two ^ 
,to three hours each. The Resource Person should help provide the 
materials and equipment you need, clarify any portions of the pro- 
cedures which are unclear, help you make decisions about your . progress , 
serve as an evaluator and generally facilitate attainment of your 
goals . . ' " 

Turn off tape and wait for instructions from the 'Resource Person.. - 

o 

ERIC 



Pre-Assessment 

Answer yes or no to each question. 

If you answer yes to any of these questions you should take this - 
module. 

1. Have you been elected to an office in your organization? Yes No 

2. Do you plan to run for office soon? Yes No 

3. Would, you like to see the meetings that you attend run Yes No 
. more smoothly and properly? ^ 

The Resource Person will begin Enabling Activity 1. 



9 
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Conducting Business Meetings Effectively 

Part I ■ 

Part I will help you learn about: . , 

Order of Business (Activities 1 - 4) 

Motions & Amendments (Activities 5 - 9) 

You will need the following Equipment for this part: 

icassette tape player 
overhead projector 
16 mm. projector 

record player . ^ 

Materials : , ^ 

Conducting , a meeting transparency 
^ Motions and amendments transparency . 
" • , A Primer of Parliamentary . Procedure ' 

Racord, "sty' It Right With Parliamentary Procedure" , 
Film, Parliainentary Procedure , ..yi^A 

■ Copies of Quiz #1 and Quiz #2 . , . ,^ 
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Enabling Activity #1 

Using the "Conducting a Meeting" Transparency 
Directions to Resource Person. 

1. Discuss the order of business using the transparency to 
illustrate . . 

2. State each order of business and have participants read 
off the corresponding reply from the "What to Say" column.. 

* 3. Select participant to take the role of chairman, secretary, 
committee chairmen, etc . and. practice following the order 
of business . 

4. Select; either Enabling Activity 2 or 3 . 

Note: 

Announcements may follow minute^, coiratiittee reports or new business. 
The Order of business may be changed^ for special needs' if there^^are 
no objections. • - 

* Optional Activity , ^ .y,> ' 



V 
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Conducting a Meeting 

What To Say 

Call to order "The meeting will please come to 

order. " 

Reading of the minutes "Will the secretary " please read the 

'minutes of the previous meeting." 

(minutes read) 

; there ; .^uirrec cxons or 
additions to the minutes?" 

if no • ' — '^-^ "The minutes stand approved as read^ 

if yes "If there are no further! corrections 

the minutes stand approved as .. 
corrected . " 

you may - — — ^ "Do .1 hear a motion to dispense with 

^ ^ the reading of the minutes?" 

Conimittee reports (if "We will now hear the report of the 

any). ' ' ■ committee."^ 

(report* read) 

"You have heard the report of the 
\ . x:bmmittee. What is your pleasure?" 

if accGpt;ed ; "The report of the . committee 

is accepted." , 

if rejected ^ \ "The report of the; committee 

\ is rejected." 

Unfinished business "Is there any unfinished business?" 

New business "Is there any new business.?", 

Announcements . "Are there any announcements to be 

made at this time?" 

Adjornment "If there is no f urthe^r busiiress , 

' / the meeting stands, .adgiarned. " 

or ^^^-^ "Mr-. Chairman, I move we adjorn." 

^^.^-(-l^£ion vofed on)- 
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Enabling Activity #2 

1. Read pp\ 4-9 of A Primer of Parliamentary Procedure ^ beginning 
with the call to order. (p. 4) 

2. Guide your reading with the following questions: 

a. Who calls the meeting to .order? (p- 4) 

b. Wb u does junt V vaien calling on the secretary? 

How does this differ from what you discussed on the 
transparency? (p. 4) 

I 

c. What follows the reading of the minutes? Why is xt only 
"rece.ived*'? (jp- 6) 

d. Only very formal organiz.ations have the President ' s and 
Corresponding Secretary's report. Why, do you think? (p- 7) 

,e. Why is it important for the President to call committee 
, chairmen by name? (p. 7) 

f. What does the President do during the reports? (p. 8) 

g. . Is a motion necessary after a report? (p. 8) . 

- h.; Which comes first new or old business? Why? (p. 8) . 
i. When are' announcements made? ^ (p. 7, 8) 
',. j. Can :the order of business by changed? How? (p. 9) 
3. Check your answers with the key on page 14. 

. Have' Resource Person conduct Enabling Activity #4 . 
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An6iozX6 to EnabllnQ Activity ^2 ^ ^^^^ 

a, Xhz VKz^ldzYit _ , 

"lij^ . raxii, MX>6 4 Ma/Li/ Smith, \^lll Kzad thz mlnutz^ 

lyicv^oui mzztlng.^^ .,; 

T/ic ^ zcn.ztan.y l^ callzd by namz. 

c. I'/iza^u^tzn,' 6 Rzpo/it. Tlmz doz^ not.pzn.mA,t ,mzmbzn.6 to chzck 
tkz acciin-cicy thl6 KzpoKt^ 

d. ' knJii\jOz^i> i^ll^ yaKij. ' , . 

z\ Ivzn^y membe/L, pciKtlcviloiKty a. nz^ mzmbzK should kvioio .^ho l6 

bzlng callzd upon andn)hy.. 
1$.. 'In oAdzK too ij Iv z thz commit tzz chairman tkz spotlight tkz 

pKZhldznt Kzmaln^ 6zatzd. 
£. No motion l6 nzcz^^a^y af^tzA a KzpoKt txn£e44 thz^z havz bzzn 

n.zcommzndatlon6 {^on. action' Includzd In It. * 
k. Qld on. unilnl^kzd bu^lnz^A l^ ilx6t 6o that any bu^lnz66' l^ 

complztdd that may zHzct new) hu^lnz^^. ' • • 

'I. Pnlon to adjOiiXnmznt on. .du/t.lng Pnz^^ldznt^ 6 nzpont. 
j. yz^,->i^lth thz pzKml6.i>lon o i tivd^z pnz^i^ znt. , ■ 
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Enabling Activity #3 

cord "Say It Ri^ht With Parliamentary Procedures" 

Directions to Resource Person: 

- " ■ -J. • ■ ■ 

1- Play Side 1 - Part 2 

2* On the board write or have written the order of business 
as each is mentioned on the record. (See record jacket 
back. ) 

Stop the record for questions. 

3. Use the following questions to discuss the record: 

a. Why have a definite order of business? 

b. What. is a quormn? 

. c. Why have committee reports before any business is 
conducted? 

d. . What is pending business called? (Old or unfinished 
, , business) 

e. ' How can committee or meeting be adjourned? 

4. Have Resource , Person conduct Enabling Activity #4. 



23 
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Aniwe-^i ioK Bnabllng Activity ^3 
A blaz. p^int^afi the minting 4o eue^f/ member know6 what comei 

Minimum namfae/i o i5 memfaeA4 ifiai mu^t be p/te^eKii ifie g^oap 
to takz action '■^e.g ally 

Because memfae/tiHie'ed io know what iniofimation ka& been gathzKzd 

■ by committzzi. bzioKz thzy votz andzn. new bu^ine,^^ on comm^ttzz 

Old ox un{ilnlskzd bu^lm66 

By a motion ixom a memfae/t o/i thz p/iz6ldznt may clo6z the mzztlng 
^(^■th^/it U no {^iixtktx b\x^lnz66 • 
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Enabling Activity #4 



Directions to Resource Person: 



1, Introduce the film explaining that the plot centers around 
high school children organizing a club. Have participants 
anticipate what comes next in order of business. 

2. Ask for questions concerning film or any previous matter- 
3- Administer Quiz #1- 



25 
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Quiz #1 Order ;gf Business 



J:v>^ Cist in normal order the item of business at a meeting,. 



B. ; 

i 

C. '"i 
D. 
E. 
F. 
G. 



ENTER ENABLING ACTIVITY #5 IF ALL ANSWERS ARE CORRECT. 
DO THE ALTERNATE ACTIVITY (2 OR 3) IF YOU MADE ERRORS. 



26 
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An^iaeA Kty - Quiz ^? • 

a. Call to oh.d(Ln, ^ 

fa. Reading thz u.nut^6 

c. Commlttzz K^poKt6 

d, Un{^lnl6h^d ba6lm66 [old bu6lm^6] 
g . AdjOuKyirmn t 



Scoring : 

Announcements may follow minutes, committee reports or new 
business. 

Accept any reasonable explanations for deviation from the 
answer key. 

Other items such as Treasurer's Report, President's Report, 
Prograni, may be accepted but the list should include all of 
the basic seven. . ^ ■ 



27 
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\ Enabling Activity #5 

Directions to Resource Person - 

A' _ ' " 

Use transparency, "motion & amendments." Cover "amendments" 

section with a sheet of paper. Discuss. each step of presenting 

a motion. Emphasize' the following points: 

1. The chairman (or President) calls the person by name so 
that the- group knows who is, speaking and the secretary 
can include the name in the minutes. 

* 2. The proper way to start a motion is to say "I move that" 
not "I make a motion." This mistake should be avoided. 

3. The presiding officer need not recognize the "seconding", 
member by n£ime. 

4. The Chairman restates the motion at least twice so that 
all ciin hear it through the microphone and understand it. 

5. A motion cannot be voted upon unless two people want it 
to be. This is the purpose of the "pecond." 

6. The chairman asks for discussion but a motion may be voted 
-on without anyone^ discussing the pros & cons of the proposal. 

7. 'The president may call for the vote if there is no discussion- 
ox *the discussion seems to be finished. ^ 

8. A member usually calls for the vote; when this is done it 
stops discussion. ^ If others want more discussion, then 
the group must vote on the "question." 

9. It is out of order to discuss other matters unrelated to 
the main motion being considered. 

Do not discuss voting procedures other than^the voice vote (viva voce) 
until Enabling Act. #9. . * - 

Uncover and discuss each step in the " amendments "* section emphasizing 
the following points: 

1. An amendment is voted on before the main motion it amends. 

2. Amendments require a second. 
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TRANSPARENCY FOR MOTIONS & ^AMENDMENTS 



Motions 



1. Member rises and addresses 
chaijrman 

2. Chairman recognizes (calls name 
of) membeV 

3. Members states motion 



4. Another members seconds 

5- Chairman restates motion 

6. Discussion lead by chairman 
if yes • • 



7. 



if no 

The vote: member (s) calls out 
Chairman calls for vote 



if passed 



if not passed 



"Madam Chairman?" 
"Mrs. Smith." 



"Madam Chairman , I move that 

_• " ( Not I make a motion 

that T HT 

"I sedond the motion." (not 
recognized by chairman) 

"It has been moved and seconded 
that " 

"Is there any discussion?" 

(chairman recognizes the 
members who speak for or 
against the motion.) 

"Are you ready for the vote?" 

"I call for the vote." 

"It has been moved and seconded 
that " 

"All in favor say 'Aye'." 

"These opposed say 'No ' . " 

"The ayes have it^ 
The motion"* is carried." 

"The noes have it. 
The motion is defeated." 



1. 

2. 

3- 
A- 



Amendments 

Main motion is made and seconded (see above) . 

Motion to amend is made and seconded "I move to amend the lAotion by 

(state change)." 



Amendment is voted upon first . 

Main motion is then voted on 'with 
amendment, attached if passed in 
step 3. 

. 29 
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(see above) 



Enabling Activity #6 



Diractions to Resource Person: Have the. following statements 
written on numbered index cards, one to a card. 

1) You want the group to buy candy for the children 
at Christmas- Make a motion. 

2) You agree v/ith #1, second the motion. 

3) Give reasons why we should get candy. 

4) You want the group to also buy toys. Make an 
amendment to the main motion. 

5) Second the amendment. 

6) Call for the vote on the amendment. 

7) You want the group to have a spring picnic. Make 
amotion. 

J 8) Call for the vote on the main motion. 



1. Select various participant^ to role play these parts. Give 
each a card. They should do- whkt the card sVys in numerical 
order. Select a chairman who w^ill conduct business. Make 
.appropriate comments as the role playing progresses. The 
accompanying script may be used as reference. 

2 . Repeat the procedure (with new participants if group is 
large). This time allowing them to correct their own 
mistakes. 



30 
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First Member: 
President::- 
First Member: 



SCRIPT 
For Enabling Activity. #6 

Madam President 
Mrs. (First Member) 

"I'move that we buy candy for the children at 
Christmas . " ^ ^ 

(Note: the word "move" rather than "I make a 
motion . " ) 



Second Member: "I second the motion." 



President : 



Third Member: 
President : 
Third Member \ 

Fourth Member: 
President : 
Fourth Member : 

Fifth Member: 
President : 

Sixth Member: 
President : 



(Note: the President need not recognize the 
seconding member by name.) 

"It has been moved and seconded that we buy ^. . 

candy for the children a.t Christmas. - Is there 

any discussion?" 
Madam President 
Mrs. (Third Member) 

I think Ve sTiould buy candy because the children • 
might not -get any from home. ' * . 
rdam President 

V 

Mrs . (Fourth Member) 

I would like to amend the motion to read "and also 
toys" . 

I ..second the motion. 

It has been moved and seconded to amend the motion 
to , read "and also toys". Is there any disoassioh? 
I call for the vote . 

It has been moved and seconded that we mmmd the 
motion to read "and also toys". All ir favor say 
"aye'* (Pause.) All opposed say "no". 

3 1 ^ - 
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President J 



President : 



The "ayes" have it. The amendment is carried 
(or passed) . 

Arefou ready for the vote on the main niotion 
(or previous question)? 
Seventh Member: Madam President'/ I move we have a Spring Picnic. 
President: ' I*ni sorry but your motion is out of order. 

I call for the vote on the main motion. 
It has been moved "and seconded that we buy candy 
and toys for the children at Christmas. All in 
favor, say "aye". (Pause.) Opposed "no". The 
aye * s have it* Motion carried. 



Eighth Member 
President : 



32 
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-Wn #2 Motions S Amendments 

Circle True OR False. (If^alse be ready to explain why). 

1. THE PRESIDENT ALWAYS RECOGNIZES MEMBERS BY NAME. 

2. YOU VOTE ON THE AMENDMENT BEFORE YOU VOTE ON THE 
. MOTION IT AMENDS. -. 

3. THE PRES rOENT. RESTATES THE MOTION AT LEAST TWICE. 

4. THE PROS AND CONS OF ALL MOTIONS MUST. BE DISCUSSED. 

5. THE PRESIDENT MUST CALL FOR THE VOTE, 

6. CALLING FOR THE VOTE STOPS DISCUSSION. 

7. ALL MOTIONS MUST HAVE A SECOND IN ORDER TO BE VOTED 
UPON . 

8. IT IS OUT OF ORDER TO DISCUSS THINGS UNRELATED TO - 
THE MOTION THAT IS ON THE FLOOR. 

To PASS 6 OR BETTER - 

If, NOT PASSED GO TO ENABLING ACTIVITY #7 OR #8. 



An-6we^ Key, - Qu^z ^2 



Thz pn.^6id(int need only /izcognlz:e. tkz makzK thz 
main motion not t/ie 4econde>^. It -t6 po££te to 



2. r 

3 



r ThiJi, Lb dona 6o all lolll know exactly l^)kat l6 boding 
votzd on, 

4. F P^.6ca6^i^an a^kzd ^on. but not n.aquln.^d. 

5. F Any mumbt^ t/ie pKz^idznt may call ^on, tkz votd. 
S. T The pteitdent may al6o call^{iOK the votz. 

7. 'T . 
S. T 



If you missed more than two questions, above choose. Activity #7 or 
Acti^/ity #8 before going on the Activity #9* 
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Enabling Activity #7 



1. Listen to the record. Say It Right With Parli amentary Pro- 
cedurer Side 2, Part 2. 



Enabling Activity #8 



Read A. Primer of Parliamentary Procedure,- p. 10-13 and p. 21, 



Enabling Activity #9 



Dii:^tion.s to Resoiarce Person: Y 

1.- Prepare to discuss types of voting procedures by studying 
■*'pp. 28-30 of A Primer .of Parliamentary Procedures. 



Distribute worksheets with the eight voting terms listed, 
leaving space for the participant to take nG46& from vour 
lecture. " 

Discuss vccing procedures using the following list of 
definitions and examples of when each kind of vote is used. 



TYPE 

Voice Vote 
(viva voce) 

Show of 
Hands 

(rising vote; 
Ballot 

(secret bcillot) 



General 
Consent 



DEFINITION 

members vote by call- 
xng out "aye" or "no" 

mermbers raise their 
hands or stand to have 
their votes counted 

members vote by writing- 
their votes on slips of 
paper or electronically 

The President asks, "If 
there are no objections 



whe:>i used 
most mo-tion^, 



when a: voice \- ; ce 

is too-^ close tc 

d e t e iiiT±n e the w i n n:e r 

for el.e.c t i o n s or whe n 
and exa^ct record of 
the votje inust be kept 

approving minutes, 
commit: t^^ repotdrs: , 
or ct?l\eT rou.1::i2iie 
business 
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Majority 



at least one more than 
half the votes cast 



most motions 



Plurality 

Two-- thirds, 
Vote 



the most votes 

requires two- thirds 
of the votes to pass 



elections 

when a motion takes 
away or limits the 
rights of members; 
constitutional amend--- 
ments 



Unanimous 



every member votes 
the same way 



uncontested decisions 
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Voting 



Voice Vote (viva voce) 



Show of Hands (Rising Vote) 



Ballot (Secret Ballot) 



General Consent 



Majority 



Plurality 



Two-Thirds Vote 



Unanimous. 



EKLC 
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Part II of this Module will help you learn about: 

Role of officers Activity #10, 11 ' 

Minutes Activity #12-15 

Agendas Activity #16 

You will need the following: 

Record Player Activity #10 

Cassette Tape Player Activity #12, 16 

Materials: 

Record, "Say It Right With Parliamentary Procedure" - Side 1, 
Part 1 

ElH^£ 2i Parliamentar y; Procedure 
Copies of 'Quiz #3 and -#4 
Copies of "Rules for Writing Minutes 
Sample Minutes ;v ■ . 
Tape of Narrative 
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Enabling Activity #10 



Directions to the Resource Person - Before playing record "Say 
It Right With Parliamentary Procedure" ask following questions: 

1. What are the normal officers of a group? (Answer should 
include President (chairman). Vice (or Co-) Chairman, 
Secretary, Treasurer and Parliamentarian.) 

2. Where can you look for specific duties of these officers? 
(Club's by-laws, constitution. National Guidelines, etc,) 

3. The record explains the jobs of the first four of the 
officers. Have group listen to record Side 1, Part 1. 
As the participants ^lention duties write them on the 
board under each office . 

4. Refer if possible to club by-laws for cross-checking and 
any additions. 

The accompanying list comes from the record. 

' E R E$IDEN T 

calls to order 

guides assembly through agenda 

leads the discussion of motions v 
anncances results of votes taken 
enforces correct procedures 
sets time and agenda 

YJXJE^ESIDENT 

stands in for president when president is absent or 

participating in debate 
program chairman 

liaison between president's various comittees 

- 

SECRETARY 

keeps^ simple and brief record of decision mad and actions 

taken 
Roll 

Committee assignments and appointments 
Give pertinent data to committees 
Correspondence (if no corresponding secretary) 

^TREASURER 

i ' ■ 

Keeper of £ands (dues, grants, donations, money making ^ 

projects) 

Pay bills when directed by society and over signature 

o.f President , ^ 

Report financial cond.it ion of group 



PARLIAMENTARIAN (Not on record) 

Serve as authority on proceaures 
Calls members 'out of order* when ne^c^essary 
Keeps physical needs of the meeting — 
Property (ventilation, microphones , etc 



\ 



40 



31 



QUIZ #5 Officers' Roles 

Match THE OFFICERS WITH THEIR JOBS. 

WrHE THE INITIAL OF EACH OFFICEMN FRONT OF THE JOB. 
See the LIST AT THE BOTTOM OF THE PAGE. 

1. .Stands in for president 

2. Follows agenda 

.3. Sees THAT 'RULES are followed 

4. 'Keeps the records 

5. Leads the discussing of motions 

6. Serves as Program Chairman 

7. Serves as authority on procedures of business 

8. Keeps a list of committee assignments and appointments 

9. Reports financial condition of group 

10. Serves as liaison between President and various committees 

11. Keeps funds . 

12. Pays BILLS as directed by President and Secretary 

13. Calls members "out of order" when necessary 

14. Takes care of correspondence . 

15. Call^ meeting to order 

16., Announces results of votes taken 

17. Takes or keeps roll ' ■•• 

18. Sets times' and agenda 

19. Stands in for president when the president participates in debate 

20. Takes care of physical needs of meeting as directed by President 



VP = VICE President - Co-Chairman X = Parliamentarian 
S =. Secretary , 

To pass 15 correct; if less than 15 go to Enabling Activity #11. If 
PASS GO TO Enabling Activity #12. 




ENT OR Chairman 
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l/P 


//. 


T 


2; 


P 


/ 2 .rj 


T 


3. , 




. 13. 


X 


4. 


S 


14. 


s 


5. 


P 


J5, 


p 


6 . 


l/P 


1 0 . 


P 


7, 


X 


17. 


S 


8. 


s 


IS. 


P 


9. 


T 


. ■ ?9. 




10. 


l/p" 


- 9.0. 


X 



15 of 20 to pass. If you did not pass do^*Eaabling Activity #11 
before going on to Activity #12./* 



i 
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Enabling Activity #11 
1. Read pp. 3" and 37 in A Primer of Parliamentary Procedur e. 



Enabling Activity #12 

Rules for Writing Minutes 

1. The first paragraph should include answers to the following 
questions : ' 

What - name of organization 

Who - the person and title presiding 

When - date, year and time 

Where- location of meeting 

VJhy - re^^so^ for meeting where applicable 

2. Speakers should be identified by name and title. 

3. Descriptive comments about programs and speakers should 
not be used. 

4. The name of the person making the motion- should be 
included along with the exact words of the motion and 
its disposition. 

5. The name of the person seconding a motion is 'not necessary 
unless the motion is very controversial. 

6. The secretary should sign the minutes followed by • the 
secretary's title. "Respectfully submitted", is considered 
old- fashioned . 

1. After the minutes have been approved the secretary should 
write the word "approved" at the bottom with the date and 
the secretary * s initials . . 

8. Personal pronouns (such as we, us) should be avoided. 

\ ' ' . 

\ • 

Directions to Resource Person: 

Discuss the need f^r correctly" written minutes. Distribute 
and discuss the folMowing rules. 
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Enabling Activity #13 



Directions to Resource Person - 

Have participants review samples of minutes noting correct 
and/or incorrect procedures, using the check list from 
Enabling Activity #12. 
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, ^ HILLSBOROUGH COUNTY FOLLOW THROUGH PROJECT 
Miifuces 

Dace: ^pptPmber 29, 1975 Meeting (Check One) 

Center: Tam pa Kini PAC 

Com! t te e . 

Ocht-r City Wide FAC 

The first Citv-Wide PAC meeti.ng of Projec t Follow Through was held 
at Sulphur Springs School on Monday night September 29, 1975 with Rosetta 

Floyd, Co-Chairman presiding. " ' ' ■ ■ 

The meeting was opened with medi tation offering by Claudine Suttbn, 

one of our Fo1 low Through Homeroom Mothers. - ' • ' 

A motion was passed to amend the by-laws. • . 

An election of of f i cers f o 1.1 owed with the following persons elected 

to offices for Project Follow Through: ■ • 

Rosetta F1oyd--Thp.no.-- City Wide PAC Chairman ^ 

Wilma Dooley - Sulphur Springs School - Co-Chairman 

-—-^ ' Jewell Hett Oak Park - Secretary ■ 

Sherry Coni glio - Thono. - Co-Secretary ^ 

Doris Emilut - SSS ^ Treasurer . ' 

\ Betty Lep ort - SSS - Pa r1 i men ta ri an . 

AfteV elections, a'talk was presented by Mr. Lawrence Wo rden , Genera l 

4- — ^ — ■" ' : — \. ' ^~ 

• Director of the Depart, of Elementary E ducation. The s ubj ec t' covered the 

development of your child as a whole child. A question and answer period 

followed which was beneficial to all parents present^^ - . ■ ' ■ ■ 

The door prize was awarded and the meeting adjourned at 8:50 p.m." 



Submitted by Jewel 1 ^Hett 
Secretary 
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HILLSBOROUCK COLTMTY FOLLOW TH7.0UGH PROJL'CT 
Minutes 

Date: > - in/27 /7S H«i2cing (Chock One) 

Center: Tampa • Mini PAC 

, Coar:ittc e 

• Other City Uide PAC 

The s&cQnd meetinq of Project Follow Throu gh was held at Sul p hur 

Sprin gs School on Monday, October 27th at ; 7:30 D.m, 

' Presid ing was Rosetta Flovd, C1ty»Wide PAC Chairwoman. 

First on the agenda was the reading of the m^inutes by Jewell H.ett, ' 

City-Wide PAC Secretary. Next Mrs. Floyd explained to. the group wn.Jt 
happe ned at the eme rgen cy. budget committee meeting October ?7th . S2Q.ppo 

: i s the . Foil ow 'Through Program al 1 otment. f oY medical and dental care. 

CHELSA wants $10,122.46 for their service which is over half of the total 
m oney budgeted for health services. Parents, who were p reseiTTt, «re in 
agreement to see ing if we'tould do .without^ CH ELSA and gettim§ ctactors and 
dentists to service our children without going through CHELSrA. 

We were then honored wi th a talk by Rosei na :Sei gel , Supfirvi sor of the 
Dept. of School Psychology of Hi 1 1 sborough County , Tampa, Florida. -Thp 
topic was in general "The. Emoti onal Prbbl efns of Our^ Chi 1 dren . '* \ Adis- 

-^T- ■ — — — — — ■ — ' '■ ■ — — ■ — t:^ ■ -t: ' ' — — ■ ^- ~ ^ ■ ■ 

-cussion with the parents followed. ^ . ^ ' . . . . 

■ ■ ^ ; — y ^ . . ~ 

A program followed, pt'^tsent.ed by the Parent Educators of Oak Park. 

. , ^ ■ — _p . ^ . . ^ -J . : ■ \ . . . , i. 

School, en.ti tied "Dances Through the Ages." The Parent Educators, dressed 
as gjiopls, monsters arid gjiosts performed the f ol 1 owl ng dances : Fi rs t 
Halloween Minuet', the .Wal tz , - t he ^Charles t on , 'Tango , B(Dogie Woogie, Cha- 
Cha, the twist and the modern day mdns ters 'Dump . The presentation was . 
enjoyed by all, A treat was passed out to the children by the performers. 

Announcements of coming events were presented by Doris Emilut, City- 
Wide PAC Treasurer. , 

^ ^ Oak Park School won the Attendance Banher and a door prijze was won 
by Mrs . Margaret Baker. 

3,7 ' Continued' 

' . 46 ' ^ , _ . ' ■ 
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Si:i:imi tted by ^ Jewell Hc trx 

City-WTHFTAC Secreta 
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Date: 



HILLSBOROUGH COWTY FOLLOW THP.OUGH PROJECT 
Minutes 

12/15/75 Meeting' (Checl; One) 



Center; Tam pa. Fla. • , "ini PAC , 
Coaniccee 



Other ^ City '.<i'ic PAC 

, ^r.i^v-widR PACJil££liJ}a-M.^-MlgLeaJ)ecembgr 15th_atJim-LJ!l^[LJ^J-UJjjlMi:^ 

._SnHng. '^rhnol Audi tori um^_j3Setta_.n..0Yd . chair^qmP^^n^mJI^^^^il^ 

Medi • • y.-; given b y Gl oria L ewis , parent/parent educatar a::, Oak Park School. 

gctlU=mi±^l±iir^'^^^ "^''^'^^ ^ Nutrition, gave the: rggort of that _ 

coranittee. , ■ — 



rinris_Fmi1ut.. PAC--'treasurer , gave the budget report- 



New business jvas^ n political actipn. It was decided^azz:- take the Follow 
ThT-ugh contin^genl^JLearen ts to a public h earing wi:th ^emtrx Lawton Chiles 
Dec-ember 16th at 9:00 a.m. Volunteer names were taken. / . _ 



Dr. Ralph Swank, a pediatric^ surgeon, was then introd uc ed by Virginia Evans. 
Is 'iil^J!l!:!2!ig^^^^^ spoke on "Condi tio njjn Children That Can be 
Corrected 'by Surgery "., with a s lide presentation. [ 



Mr. Geo"rqe Bruce in troduced the program for the evening. Mrs. Dixon's and 
Mrs. Brown's first grade classes gave the prog ram_egtitTedJ^Th^ Toj^ Shop" 



The audience, parti cipated'in' the singing of carols before the meetin g was_ 



adjourned. 



Subcicced by Doris EmiTut. 



Acting Secretary 
39 
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KILLS^OaOUCH C0Uril7 FOLUV./ TH::OuC={ PRO.KKC'T 

D^ce: 1/26/7^ / ' M--: Inf: {Chi 

Center; Tampa,, Florida _ 



Rn<;ptta Floyd, CA f.y - W T de..,m,Xtmi:^QIlRIK,,i^ 



PAC meeting on Monday, Jan uary 26th_^atJjJ0_g . m . i ijjhe Sulphur Spri ngs School Aucitorium 
Enwa McCulloug h gave meditation in the form of playing the "Lord's Prayer'* on the 

piano with Gloria Lewis. Eunice George, and Mary Wat er (Oak Park P.E, 's) singing. 

Minutes w ere omitted by majority consent of the paren ts of Fo l low" Through, Rcsetta 

Floyd gave her report on Jacks onville and then presented award s to JoAnn L ang. Virginia 

Evans, FT Nurse, and Doris Emilut for participating and passing the course in first-Aid, 



^ Doris Emilut presented a motion which was passed t o transfe r monies so that three 
or four parents from FT schools could^ participate in the conference that' will be held 



in Miami on March 15th and 16th. 



Doris Emilut, CUy - Wijde_ IPAC Jj^^s u^^ 
MIni-PAC meeting, Jan. 27^^1:12 p.m. in the school ^hjnchrooni, G.ED classes every Monday 
and Friday at 9:30 a.m. to giOQ p.m. in the Parent Po^^table^.^as^[c Adult^^^^ 
classes every Monday dv Wn^-^^^^sday ^j;^om 6.^30-9 .) P-^- ' " li-' P^ren l Poi cattle. 

Parent volunteers wei- c sked to serve on the following county-wide committees: Lee 



Osborne, Supervisor or Math and Nancy Tyler Supervisor of Fleiuentary Schools. They will 



review the state mathematics and comniun icati ons skills ot>jective5 ^or state assessment 



for next ye ar for, grades J_ county-'Wide. Mr.' Wa 1 ter Stanford , p 

Thontosassa School, volunteered to work with the Math cornjii Uee Mr.^^ 



— , . —-^ , • s 

Park Will serve as an alternate. "Mrs. Sa.ndy Hancock's name was ^ubmi^tted . to wj5t^^^ 



the committee on communication skill:^. 



_R osetta Floyd & Donna Woodard„wpie^el ected to represent. Tampa ^ in h elgipJlq rjj a n J ze . 



a state PAC to Nel p the ^arent^ ;i n vol vemen t movement throug.hmit.J.hc^s ta te ._. _Qne_p.i^iji:_ 

voluntee r is r^eded^ to wojrk wi th tMs jro^ ■ 

Oak Park i'^arent Educators put on a Bicentennial Program. They presented costumes 



4^ • Con t i n ued 
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frnni Hiffp rpnt, rn»intrifi<; anH ^Ar\Q <;r>ng<; nf OMR milNTRY 



Submitted by Jewell Hett 



City Wide Secre*liary 
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An6iozn.6 to Enabling Azt-Lvlty "'3 
Se.pte:mbe.i Octobtfi Vtczmbzfi Janua/iy 



1. X X X x 

2. X X X X 

3. X X 

4. ■ > X 

5. . ' V ■ " X 
6., X X X X 
7. 

S. X - X . X X 



a6aai.ly doe^i not appe.a^. on a mim.zogAaphdd co'^^/ mina^c-i .6ince 

t<Jou£d 6e appn.oved Ontij tha s tc^aia^tj * ^ o(^(^iciaZ coptj ne.ad 6c 
^ignnd a6 appn,o v td ok aO'^ncate d . 
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Enabling Activity #14 
Directions to Resource Person: 

1: Have participants write the minutes of the present sessi^ 

2. OraUy re.view the contents of at least one . participant ' s 
minutes for correction. 

3. A large group can be broken into smaller ^groups for this 
discussion. 



Quiz #H Minutes 



THE FOLLOWING MINUTES HAVE IMPORTANT ERRORS-. 
AND CROSS- OUT UNNECESSARY PORTIONS. 




The Follow Through Policy Advisory Committee meeting was called 
to order at 7:30. , ' 

Mrs. Jean Jones read the minutes of the previous meeting. They 

were Af^PROVED AS READ. 

Marie Johnson gave an exciting and entertaining talk .on '-Outdoor 
Activities". 

After' A REPORT by the Evaluation committee a Aotion was made by 
Jennie Jackson and seconded by Ge.ri Howard to send a copy to the 
'newspaper. 

Jackie Smith. Treasurer, gave the report of the Bake Sale, A 

MOTION WAS MADE BY CynTHIA KeLLY AND SLCONDED BY JuLIE ANDERSON TO. 

spend the entire proceeds on a new speakers' platform. 

Respectfully "Submitted. 
■ Jean Jones 

Pass 9 of 11 correct; if pass go to. enabling activity #16. If failed 

GO TO enabling ACTIVITY §15 FIRST. 



An6u)ZK Ktij - Quiz i4 , 

Additions in pa^en^^e6G.6"; dQX^tloyii dKoi^ad through. 

*• * . * — 

T/ie Volloii) Tk^ougli Vollctj Advi^o^y Committzo, mzatinQ wa4 cati:^d 

to c^dz^ at 7^30, (Ma(/ 24, 19 74 in thz Sulphur Spn.ing6 School 

Audito/iium loith Vznisz Vozizx, PAC Chat^man, pxz^idlng .] 

"^Kii. Jean Jcm6 iSzc^eta/iy) ^nad -.thz minutzs o^ thz pKzvloix^ 

twzzt'Cng. Tkzy ivz^z app^ove'd a4 ^zad. ' 

jMa/Y^e Johfuon, lSup^z^vi6o^ o"^ Pkyfical Educatton) gavz an 

' *' i ' X ' ' ' ■ 

^xtiting and tnte^tecining tal\ on ^^Owtddo^ ActivitA^z^ 

A(.ttK a .K.zpo.n,t bij tha Evaluation Committzz [Cha\i^man, Lau^a , 

W.iltiami:>on] , a motion i^as mada by Jznnid Jacfzi>on and Attondtd by 

Gt^i, Hewa\d to ^and a copy to thz mm-^ipapz^ . y"^ 

Jcitkid^ Smith, T/iza.6U'Xan ^ gavt.thz ^e:po^t o{^ tha Bafee Satz. A 

motion i\)a^ madz by Cijhthia Kzlly a^d^ 6zcond(ld by Julia Andz^^on to 

/ipend thof cnti'Xii p^oczVd^ o-n "a nca* 6 peafee^^^ ' plat^o^m. " • 

^, . Refrpee^^tt^^y Sixbmittzd \\hy] 

. ^ - ^ Jzan Jonz6 

■ ' [Sza^ztany] " 

H'OtQ.* In pan^ag^aph ^ivt, tha ^lamz o thz pz^^cn 6zconding thz motion 
i^ important because o thz la^gz zxpzy.ditu^z o^ momy. Ti a quz^tion 
should, a^iiit ai> to ivhy all tkz p^oczzd6 wz^z 6pznd on a 4peafee^<s' plat 
{^o^m, onz loould havz ti^o pzoplz to chQ.ck loith. 



9 of 11 correct to pass. If you did not pass do Enabling Activity #15 
before going on the Enabling Activity #16. 
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Enabling Activity #15 
1. Read Primer of Parliamentary Procedures, pp. 5-6, 



Enabling Activity #16 



Read or play tape of the following: 

One of the main jobs of the President of any organization 
is to prepare the agenda of -the meeting. Th,e President may call 
on the executive committee or officers to help formulate the 
agenda . ' ' 

^ An agenda is merely a list of items to be done or discussed 
at the meeting. Sometimes an organization mails out or publis)^s 
in a newsletter the agenda so that members will know >^t will be 
going on in advance. Sometimes copies o£ the list are distributed 
to the members as they enter the meeting room. However, even if 
the President makes only a rough list to use, it should be made in ^ 
advance . . . • ^ ' 

The order of items on the agenda should be carefully thought 
out in advance; if important items are not brought up early, some 
members may have tb J-eave and^ the meeting 'may be left without a 
quorum. ■ "^v. 

The list should follow tho "Order of Business" recommended 
elsewhere in this module. It should include the names 'of committees 
which are to report along with the chairman and the person giving 
the report . 

A distributed agenda should also include the name of the pre- 
siding officer, secretary who will read the minutes and speakers 
on the program. It is also wise to have announcement dates written 
out on a distributed agenda. All this should ^be on the . presiding 
officer's copy in any case. 

In preparing the. agenda the ' president should know, if at all 
possible, who will be presenting motions and have a written copy of 
the motion for reference. . ' 

A well-piepared agenda will insure a smoothly run meeting arid 
it will also make writing the minut^eassier for the secretary 
after the meeting is over. , 



Go to Activity #17. 
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Enabling Activity, #17 



Directions to Resource Person: 

Have the participants review the sample ^gendas on the 

following pages. These pages were distributed prior to the 

respective meetings so tha0- members could follow along. They 

also would be helpful to take home for future reference as 
the announcements are written out. 



9 
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PROJECT FOLLOW THROUGH 
8412 13th Street 
Tampa, Florida 
932-6409 
932-4676 

City-Wide PAC Agenda 
Rosetta Floyd, 
City-Wide PAC Chairwoman 
November 24, 1975 



Prelude Music Emma McCullough 

Health Aide 

Meditation • Wilma Dooley 

Reading of Minutes Jewell Hett 

City-Wide PAC Secretary 
Oak Park School 

Reports 

Florida Model Conference i... Sarah Mosley 

Mini -PAC Co-Chairwoman- 
Thontosassa School 

Wi Ima Dooley 
Mini-PAC Cha-irwoman 
Sulphur Springs School 

Developing the Whole Child Marie Howard . _ 

Physical Activities for - ^ Physical ^ iucation ' 

Small Children Supervisor 

Coming Events Betty Leport 

City-Wide Parliamentarian 
Sulphur Springs Schools 

"A Thanksgiving to Remember" Parent Educators 

Thontosassa School 

Health & Nutrition Committee Meeting, 12:00 noon, November 25, 1975 
To elect officers and establish year's calendar - Parent Portable 

Proposal Writing, November 25, 1:00 p.m.. Parent Portable 

Sulphur Springs School Home Room Mothers* Meeting, December 2, 8:30 a.m.. 
Parent Portable 

Cake Decoration Class, December 3, 11:15 a.m., Parent Portable 

Se^/ing Class, December 9, 8:00 - 10:00 a.m. and 10:00 - 12:00, Parent 
Portable 
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AGENDA 

COUNCIL FOR COMMUNITY ACTION 
WEST TAMPA NEIGHBORHOOD SERVICE CENTER 
2103 North Rome Avenue, Tampa, Fla. 
Wednesday, February 4, 1976 
2:00 P.M. 



-'I. CALL TO ORDER - ^ 

II. ROLL CALL AND ATTENDANCE RECORD 
III.' APPROVAL OF PREVIOUS MINUTES (January 7, 1976) 
IV. COMMITTEE: REPORTS, ' ~ 

1., Housing Copiittee 
V. -^EXECUTIVE DIRECTOR'S. REPORT ^ ^ 

1. Acceptance of Supplementary Grant Action for Project Year "J", 
October 1, 1975 thru September 31, 1976, in the amount of $35,000 
for the funding of Heath Start Program- Account #26,' Handicapped 
Efforts.. 

2. Approval.of Modification to Addendum to Agreement for Delegation 
of Activities under Grant H-3035 for the period October 1, 1975 
to September 30, 1976 stipulating compliance with all Office of 
Human Development/Office of Child Development Guidelines, specif i 
cally Transmittal Notice - Head Start Policy Manual 70.1 and 70.2 
for the HEW Program Accounts #22A, #22C and #23. 

3. Neighborhood Service Centers Overview Presentation 

Mr. Ken Nuznoff, Sulphur Springs NSC 

Mr. Charles Davis, West Tampa NSC - 

Mr. Robert Lavoy, Plant City NSC 

Mr. Joe Scionti, Ybor City NSC ^- ■ 

VI. ITEMS FOR INFORMATION 

1. Budget Position Statements Dated Septembf?r 30, -1975; October 31, 
1975; November .30, 1975 and December 31, 1975 for the Board of 
County Cormii ssi oners . 

2. Consol idated Budget Position Statement (Federal and Non-Federal 
Share) for Community Services Administration Programs as of 
December 31 , 1975. . ' . 
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Agenda 

Council for Comnunity Action 
February 4, 1976 



VI. ITEMS FOR INFORMATION (Continued) 

3. CSA Standards of Effectiveness, Soecial Condition required by 
Regional Office documenting progress of CSA Programs. 

4. Current Status of Project Head Start 
VII. OLD BUSINESS 

VI 11. NEW BUSINESS 
IX. ADJOURNMENT 



59 



.-t' ' 50 

o 

ERIC 



AGENDA 

SCHOOL BOARD OF HILLSBOROUGH COUNTY, FLORIDA 
March 2, 1976 
(7:30 P.M.) 



INVOCATION 

PLEDGE OF ALLEGIANCE 

RECOGNITION: ROTC Recipients of Legion of Valor Bronze Cross for 
Achievement 

Cadet Major Cyf^ell Lynch of Hillsborough High School 
Cadet Major James Alty of Brandon High School 

APPROVAL* OF MINUTES: February 3 and 10, 1976- - ' 

SFCTIQt^ A : REPORTS OF BOARD MEMBERS > . 

Transportation Study (Chairman Frank) 

SECTION B : BIDS. (listed on page 7) ' 

SECTI ON C : REPORTJS AND -RECOMMENDATIONS OF SUPERINTENDENT . ' 

1.00 ADMINISTRATION AND OPERATIONS DIVISION (Mr. Wharton) 
1.01 Acceptance of Carpet Projects: (Naffco,. Inc.) 

a. Robinson High School 

b. Kingswood Elementary School 

c. Mort Elementary School 

*1.0? Acceptance of ^ Remodeljng and Renovation Project at Burney Elementary 
School (Architects! Dykes and Associates; Contractor: Michael- 
Lav/rence):- . . ^ - 

. . .. / ' , , , • 

*1.03 Request for Extension of Time (55 CD) on Remodeling and Renovations 
af West Shore Elementary School (Architects: Gottfried & Garcia; 
Contractor: Bodnar & Kalemeris) 

6.00 SUPP ORTIVE SERVICES DIVISION --{Mr, Bing) 

*6.01 Correction of Dates on, Agreement with University of South Florida 
for "Computer Assisted Instruction .Program" 

7.00 UNCLASSIFIED 

7.01 Buar'd's Bargaining Team (Dr. Sickles) 

7.01 PTA legislative Platfonn (Mrs. Charlotte Barres ) 
(deferred frcfiJr previous meetings) 



Board Agenda 
March 2, 1976 
Page 6 



SCHOOL BOARD ATTORNEY \ 



AUDIENCE 



ADJOURNMENT 



Note: Work Session, Tuesday, March 5, at 7:3C P.M, 
Board Meeting, Tuesday, March 1'- 1^76 at 7:30 P.M. 
'* County Courthouse, Tampa, Florida 
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Quiz #S Agendas 



Write an agenda that would include all the necessary items. You 
may make-up fictitious names. use sample /agendas from activity ftu 
for format. 



A MOTION TO-WRITE LETTER TO THE CONGRESS ABOUT A CURREN. ISSUE 



Minutes 

Speech about good nutrition 

Report from the curriculum committee 

Announcement/about a cooking class . 



A motion 'ABOUT GOING TO A STATE-WIDE CONFERENCE WHICH WAS DISCUSSED 
AT THE LAST MEETING 



The PRESIDENT WILL PRESIDE 



The paKiicJ^pant 6hould voKltz an a^znda 6imitaK to thz ^ottoio^ng 



City-^ldz PAC Agenda 
MaKch n, 1976 

PKZ64.ding .\ . . M>t^ . X 

P^t^ldznt 

Reading of^ Minat^6 M>^^ . V ^ 

Commlttz^ RzpoKt6 

Cu^^iculum Committtd - M^>6 . Z 

rOZd Bu^int66 ." Statz-iJJidz Con^^/iancz 

Wew Bu6^m66 lattZK on lAddlcdd 

to CongKZ66. 

"Good HiitK-itlorJ' - Vt. M' 

ViKzzton oi.Vcod 
PKogkam6 

Ann.ounc^tmnts AiA.i . A 

'Cook.ing Cta^s - Ma^^c/i 3 1 , 9 : 00- 1 2 : 00 a.m.. School Lunzk-room 
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Part III 

Election - Activities 18--19 
By-hrvfS - Activity 20 

Equipment needed for Part III - cassette tape pJ.eiyer 

^ overhead projector 
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Enabling Activity #18 



Directions to Resource Person: 

Play tape or read script. As each item is discussed, point 
to it on the transparency "Conducting Elections". 

The election of officers step is probably the most important 
made by any group because those elected will set the pace and charac- 
ter of the group for the entire term of office. 

Because of the importance of the election it should be the only 
business at the designated meeting. Election night, however, is not 
when the business of the election should be begun. 

At the previous meeting a nominating cormiittee should have been 
appointed by the President:,| if the by-laws provide. Three to five 
people will suffice and th^y should not be those likely to seek 
office. Past presidents and present officers may be good choices 
along with other interested people^n. 

The nominating committee selects one person per offic^ and checks 
with them to see if they will accept the office, if elected- Care 
should be taken to see that all nominees are qualified and meet re- 
quirements as set forth in the by-laws. ;' 

The list of nomiriees (called "the slate") is read on election / 

night. But nominations arc usually taken from the floor also. {See ; 

1 , ' / 

by^-laws) . ; 

■ ■ • . ■. ; 

If there is more than one candidate for each office, a secret j . 

.1 

ballot may be used or the candidates may leave the room so a show / 

)' 

of hands may be made. Prior to the meeting the President should / 

\ . ' ■ ■ ■ f . 

select two o. more persons to collect and count ballots. The secret^^ry 

writes nominees on the boa]^d and helps tally votes. As each office / 



comes up for election the President should state the requirements, 
duties and term of office as outlined in the by-laws. 

■ m a large group when people do not know each other well, it 
is wise and proper to have each candidate come to the podium and 
briefly outline their qualifications. All potential candidates 
should be forewarned of this procedure. They should include previous 
offices held, length of membership, committee memberships and out- 
side jobs which might help qualify them for the offices they seek. . 
It may be necessary for the President to limit the speeches to a 
certain time limit. 

The new President is us^ually elected first so that the most 
highly qualified person may be chosen. Other qualified persons 
may then seek lesser offices. To open the election the President 
says, "THE ELECTION OF OFFICERS IS NOW OPEN. THE OFFICE OF PRESIDENT 
IS NOW OPEN. THE NOMINATING COMMITTEE HAS PROPOSED LORETTA RODREQUEZ 
. ARE THERE ANY FURTHER NOMINATIONS FROM THE FLOOR?" ^ 

After nominations are all mad^ the chairman calls for the nomina 
tions to cease. The chairman may say,. "DO I HEAR A MOTION FOR THE 
NOMINATIONS TO CLOSE?," or the chairman may say, "IF THERE ARE NO 
FURTHER NOMTNATIONS, I DECLARE THE NOMINATIONS CLOSED. WILL THE 
CANDIDATES PLEASE COME FORWARD, STATE YOUR NAME AND ANY QUALIFICA- 
TIONS FOR OFFICES." . " 

After this procedure the President calls for the vote in the 

order nominated or alphabetical order. 

The President announces the results by saying "MARIA MARTINEZ 
HAS BEEN ELECTED PRESIDENT. CONGRATULATIONS.'" It is not as kind to 
call out the exact telly of votes but this may be done. After all 
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officers are elected the President may call them to the front for 
recognition. Installation ceremonies may then follow. 



■■■V ■ ' 

If you feel like you know enough about elections, go^on to study 
the by-laws of your organization regarding elections. (Enabling 
Activity #20.) If you want detailed reading on elections, do 
Enabling Activity #19. 



it 
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Conducting Elections 



What to Say 



Appoint Nominating Committee 
(At least one month before 
election . ) 

Select Slate of Officers 
Ask nominees 



Reconvene Nominating Committee 
(if there are any refusals) 



Open "Elections 



Present Slate 

(Done by Nominating Committee 
CKairman) 



Call for nominations from the 
floor. 



Close the nominations 



Introduce Nominees 



•'1 have appointed the 
following people to the 
nominating committee. . . ' 



''Would you accept the 
office if elected?" 



"The Election of Officers 
is now open . " 

"The Nominating Committee 
has proposed the following 
members for election to 
office : 

President. (name) 

Vice President (name) 

Secretary .... J ..... . (name) . 

Treasurer ........... (name ) 

Parliamentarian .... (name) 

"The Ovfice of President 
is now open. The Nominact- 
ing Committee has proposed 
(name) . Are there any 
further nominations from 
the floor?" 

"Do hear a motion for the 
nominations to close ?'^' 

OR 

"If there are no further 
nominations, I declare 
the nominations closed." 

* - . . ■ . 

"Will the candidates please 
come forward, state your 
name and nay qualifications 
for the office." 



( 
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Call foi? the vote 



"All in favor of (name) / 
for the president r please 
raise your hand." 



Announce results 



" (Name) has been elected 
President . Congratulations . 
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Enabling Activity #19 
Read A Primer of Pari iamentar y Procedure , pp . 31 - 3 3 

! ; 

Go to^nabling Activity #20. 



Enabling Activity #20 



Read and study the by-laws of your organization- and answer the 
following qu6:?stions. Include the section number of reference. 

Example: 

a. Do your by-laws have a section exclusively on elections? 
Ye^ . Se ction E. 

V ■ , _ / 

1. What are the offices to be elected? 

2. Who is eligible to vote i/n election? . ; • 



3. What is the term of office for each officer? 

> 

4. What special qualifications must a President -have {if any)? 

• - ■ \ , 

5* Is a nominating cor.jnittee provided for? - 

6. By what kind of vote must an officer be elected? . \ 

Answers will vary. ' ' . 

... 

Take Final Exam pp. 6 3-64 , 

70 
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Art4weA.A ^oJi Enabling Katlvitif *20 

AacoAdlng to the. By- Lau)6 oi Hltt&boh.oagk County Foltou) Thfiough 
?a./ie.nt. kdvi-^oKy Commltte.e- 



T . C? 

2. 03 

3. E2 

4. El 

5. E4 (WO) 

6. E5 



v., 
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OPTIONAL FINAL EXAM 



The best'post test for this module would be for the participant 
to successfully conduct or participate in a business meeting. 

o 

, ■ ■ a 

The FOLLOWING WRITTEN TEST IS AN OPTIONAL ACTIVITY FOR THOSE , 
PARTICIPANTS WHO WANT TO TEST THEIR SUCCESS IN LEARNING THE CONTENT . 
OF THIS MODULE. 



1. Which of the following is mqi included in the minutes? 

a) name of person presiding b) location of meeting 

C) TITLES OF speakers D) DESCRIPTIVE COMMENTS ABOUT 

speakers 

2. Which of the following does a president [jIjqx need on hand? 

a) the agenda b) the minutes c) the names of committee 

► chairmen yO) a^copy.of the by-laws 

3. Which of the following is nul a responsibility of the - 

VICE president? 

' _ , A) program CHAIRMAN Ei) STAND- IN FOR PRES IDENT " 
/ C) CORRESPONDENCE d) COMMITTEE LIAISON 

Which OF the following is Mill included in old business? 
a) announcements of coming events b) unfinished business 

C) BUSINESS POSTPONED FROM LAST MEETING d) PENDING BUSINESS 

5. _„ The rules of the organization should rqi originate in 

a) THE by-laws B) THE CONSTITUTION c) THE PARLIAMENTARIAN 

n) Robert's Rules. of Order- 




Which of the following 15 im. generally iNcifuDED on 

AGENDAS? 

a) a list of items to be discussed p) names of committees 

TO REPORT C) THE SLATE OF OFFICERS d) THE ORDER OF BUSINESS 

Which of the following would mi normally be said by the 

PRESIDENT? ' 

a) "I SECOND THE MOTION?" b) "tHE 'AYES' HAVE IT" " 
C) "are there any NOMINATIONS FROM THE FLOORS?" 

d) "Are you readv for the vote?" 

Which of the following is not normally included in by-laws? 
a) who is eligible to vote b) qualification €or officers 

C) TERMS OF OFFICES d) MAIN MOTIONS 

Which of the following is nxil a type of voting procedure? 
a) voice vote b) parliamentary vote c) show of hands ' 
d) general consent . 

Which of the following items does mi follow committee 

reports in the normal order of BUSINESS: 

a) adjournment b) reading of the minutes c) new. BUSINESS 

D) unfinished BUSINESS 



An6We.n. Keij - final $)tam 



I. d 



I' 



2. b 



3.. c 

.4. a 

5. c 

6.. c 

7. a 

'9. b 

/ 0 . b 
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Enabling Activity #21 



Directions to Resource Person: 

Have participants put together a reference notebook for officers 
which might include 'the following items: 

Officers Notebcok 
Table of Contents ' 

Parliamentary Procedures 

Conducting a meeting 
Motions & Amendments * 
Conducting Elections 

By-^laws 

Committee Functions 

PAC Budget ^ ■ 

Officers* telephone directory 
' , . .. Fed.eral Guidelines ^ . / 

Calendars & Agendas/ 
. Minutes / 
Copy of A Pr imer of Parliamentary Procedure 



Appreciation is extended to the Hillsborough County Follow Through 
Project for their generosity in^ sharing this dociunent with ot"^ r* 
Florida educators. , . 
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